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| RECOADS RETENTION AND DISPOSAL SCHEDULE
University of Maryland Eastern Shore Human Resources
AGENCY OIVISION
Item
No. Description Retention
PERSONNEIL FOLDERS
1. Contains applications, appointment Office to retain
letters, position description files, material in paper
payroll forms, reclassification requests, form for 3 years
data verification forms, probationary after termination
forms, personnel transaction forns, of employment.
tuition remission forms, health insurance After 3 vyears,
forms, list of eligibles, grievance and material to be
appeals files, TIAA-SRA applications, and mlcrofllmed for
retirement forms. - s
retention in UMES
archives for 25
years, then
# destroyed. *
2. GENERAL CORRESPONDENCE
Alpha, subject, administrative and chron Office to screen
correspondence of incoming, outgoing annually and
correspondence, reports, memoranda, destroy material
statistics, programs, minutes, policy and for which no
procedures. . further reference

is required.
Material having
continuing
administrative,
legal, fiscal or
historical value
to be microfilmed
for retention in
UMES archives for
25 year period,
then destroy.
Material
(directives,
policies) -that
‘relates to
development of
agency should be
retained

Scheduie Asprmved by Deperment, ’ Schodule / Autherized by UM ES archlves *
Ageney, or Divisien Reprssentetive

.
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Srate Archiviet
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RECORDS RETENTION ANO OISPOSAL SCKEDULE SCHINLE
(CONTINUATION SHEET) NO. 1582
PAGE
NO. 2 of 2
item :
{o. Description Rerention

3.

Payroll Records and Financial
Records

Journals

One Pay Certification cards
Stop Payment

Check Cancellation

Refund files

Master Exceptions

Check Register

W2

Labor

Savings- Bond Material

Journal Vouchers, Payroll Transfers,
and Other Forms of Internal

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to
destroy.**

Retain for three
(3) years and
until all audit
requirements have
been fulfilled,
then Office of
Record to destroy

<

EA%S THREE MONTHS FOR MONETARY FEDERAL RELATED DQCUMENTS OVER $25,000.

Adjustment (Annapolis Payroll
has permanent :
b , retention).

*TF IUMES ARCHIVE E NOT AVAILABLE, MATERIAIL FOR |[PERMANENT RETENTION WILI,
BE TIRANSFERRED TO STATE HALL OF RECORDS IN ANNAPOUIS AND MATERIAL WITH
LIMITED RETENTION PERIOD (5-25 Y S) WILL B SFERRED TO T STA
ARCHIVES FACILITY IN JESSUP.
**UNTIL AUDIT REQUIREMENTS HAVE BEEN FULFILLED MEANS THREE YEARS FOR STATE
RELATED DOCUMENTS HREE YEARS FOR NON-MONETARY FHDERAL RELATED DOCUMENT
THREE YEARS FOR MONETARY FEDERAIL RELATED DOCUMENTS UNDER $25,000, AND 6

0% = 444




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES ; :
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY §
REVISED RECORD SERIES. FORWARD 72783 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O. BOX 275 .
Lﬁso-:) JESSUP, MARYLAND 20794 PACE o or L
1. DEFARTMENT/AGENCY 2. DIVISION 3. war

University of Maryland Eastefn, Shore Human Resourkes

CEFINITION-RECORD SERIES.” OROUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOSITION PURPOAESR

4. RECORD SERIES TITLE ) ' 5. EARLIEST YEAR/LATEST YEAR
PERSONNETL, FOLDERS | | —3270 To Present
6. RECORD SERIES DESCRIPTION (.RI‘PLY OESCRIBE THE TYPRES OF lnrom'rlou[oocum'rs/nm FOUND
AN THE SERIES. ) INCLUDE THE PURPOSE OR FPUNCTION OF THE SEFIRS |

Contains applications, appointment letters, position description files,
reclass:.ﬁlcation requests, data verification forms, .prob,atidna_,rv: f.oﬁns*, versonnel

tra_tnsactlon forms, tuition remission forms, health insurance foims, list of eli‘@ibles
grievances and appeals fil-s, TIAA-SRA applirations, and reti‘fremen,t. forms. | T

payroll forms,

|
1
!
7. RECORD SERIES FORMAT(S] 8. RECORD SERIES SEQUENCE 9. VoLuME abinet
20 Bcéo\mess
& LETTER S1ZE O MICROFILM X ALPHAEET1CAL FILE DHAWER(S
O MICROFILM REEL(S)
| GAL S1ZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S )
| NGMBER 0 oripp(sPECIFY)
BoOK U FLOPPY DISK O CHRONOLOGICAL, .
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL

10. ANNUAL ACCUMULAT JON
9 OTHER(SPECIFY) O OTHER(SPECIFY) 4 X FILE DRAWER(S)
’ O MICROFILM REEL(S)
RGHEENW O COMPUTER TAPE(S)
O OTHER(SPECLIEYY

FILE 1S USED 12. . FILE BECOMES INACTIVE AFTER
X pairy ‘0 WEEKLY O MONTHLY 25 0 MONTH(S) YEAR(S )
S %
' 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROGM) 14. IS RECORD SERIES DUPL ICATED ELSEWHERET
. e . IF YES, SPECIFY 2GENCY OR OFFICE)
Admin. Building, WES tir ves, CIFY raEN

O ve= 8Xno

15. ACCESS RESTRICTIONS QO YES X no 16. AUDIT REQUIREMENTS
(1" vyes, ciTx LAW(S) & rEguULATION(S)
¥ NONE O STATE O FEDERAL 0O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (i1p vEs.E>»PLAIN

18. RECOMMENDED RETENT JON
BRIEFLY AND DESCRIRBE ANY HARDWARE/SOFTWARK )

) ' Retain, in paper: form for three years

g ves & no . after terrunation of employment. After
which, microfilm for pemmanent retention

in WES archives for 25 yvears, then destroy

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER 21. DATE

L5 Aol he | P Qo AT Y SY. 9/ 0cF93

DGS 530-4 (REVISED 2/87)




INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES

SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTURY i
REVISED RECORD SERIES. FORWARD 7273 WATERLOO ROAD
WITH RECORDS RETENTION SCHEDULE P.O, BaX 278  pacE 1 or 1
{ 30-1) JESSUP, MARYLAND 20794 —
1. DEFARTMENT /AGENCY 2. DIVISION 3. UNIT
University of Maryland Easterr] Shore Human, Resources

CEFINITION -RECORD SERIES.? 9RCUP OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
REFERENCE AS WELL AS RETENTION AND DISPOS]TION PURPOSES

4. RECORD SERIES TITLE ’ ’ 8. EARLIEST YEAR/LATEST YEAR
General Correspondence ' 1092 TO 1002

8. RECORD SERIES DESCRIPTION (°®!%7LY DESCRIER THR TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
‘IN THE SERIES. . INCLUDE THME PURPOSE OR FUNCTION OF THNEK SEFIES)

Alpha, subject, adninistrative and chron correspondence of incoming, outgoing
correspondence, reports, memoranda, statistics, programs, minutes, policy and

procedures.
7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 2. VOLUME
& LETTER S1ZE O MICROFILM X ALPHABET 1 CAL 10 XFILE DRAWER(S)
O MICROFILM REEL(S)
GAL SIZE O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
| ' NGMBER o CTHER(SPECIFY)
BOUND BOOK O FLOPPY DISK 0 CHRONGCLOGICAL, )
o a o
AUDIO TAPE VIDEO TAPE GEOGRAFPH 1 CAL 10. ANNUAL ACCLMULAT ION
O OTHER({SPEGIFY) O OTHER(SPECIFY) 2 S FILE DRAWER(S)
) O MICROFILM REEL(S)
RGUERR O COMPUTER TAPE(S)
0 OTMER(SPECIFY)

| 1. giLE 1S USED 12. FILE BECOMES INACTIVE AFTER
& DAILY O vEDALY O MONTHLY R!!d!ll' O MONTH(S) L yEAR(S) 1
{ 13. CURRENT LOCATION(S) (EBLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE?
Adiin. Bldg., WGES ti1r vyes, speciry raency or orrice)

AYES X NO

15. ACCESS RESTRICTIONS Cyes Wno 16. AUDIT REQUIREMENTS
{1r yeB, ci1TR LAW(S) & RrGULATIONIS)
GNONE O STATE O FEDERAL O INDEPENDENT

17. 1S AN INDEX SYSTEM » K2 : . .
USED? (1r YRs.EXPLAIN 18. RECOMMENDED RETENTION:
BRIEFLY AND DRSCRIAE ANY HARDWARE/SOFTWARE ) No

Screen anpually: and destroy material having
- value. Valuable material to-be microfilmed

for retention in UMES archives for 25 yrs.

then destroyed. Policies pertaining to

a yes oKX no

' development. of agency to be retained -
permanently in UMES archives,
19. NAME AND TITLE OF PREPARER | 20. TELEPHONE NUMEER 21. DATE

1€€£/Q@Q«~A VP A | 4065 1- (3530 2 / 0f 9%

DGS 550-4 (REVISED 2/87)




[
INSTRUCTIGNS - - TYPE OR PRINT A DEFARTMENT OF GENERAL SERVICES
SEPARATE FORM FOR EACH NEW OR RECORDS MANAGEMENT DIVISION AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD 72735 WATERLOO ROAD
WITH _RECORDS RETENTION SCHEDULE P.O. BaX 273 pace 1 or 1
( 50-1) JESSUP, MARYLAND 20794
1. DEFARTMENT/AGENCY 2. DIVISION 3. uNIT
University of Maryland Eastern| Shore Human. Resources

DEF INITION -RECORD SERIES.? OMOUP OF RELATED RECORDS NORMALLY FILED
REFERENCE AS WELL AS RETENTION_ AND blspos

4. RECORD SERIES TITLE
Payroll Records and Financial Records

AND USED ASB A UNIT FOR
LTION PURPOSESR

3. EARLIEST YEAR/LATEST YEAR
1990 1o 1993

Journals, One Pay cards, stop payrents, check. canoellatlons,

transfers.

6. RECORD SERIES DESCRIPTION ‘DRIIPLY DESCRIBE THE TYPRS OF INFOMTION/DOCWTIIPOM FOUND
THE SERIES. . INCLUDK THE PURPOSE OR FUNCTION OF THE SEMIES)

master exceptions, check register, W2, labor, 'savings bond material, journal vouchers, payrolp.

refun¢ files

O vyEs R NO

7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME Cabinets
K LETTER S1ZE O MICROFILM O ALPMABETICAL 3 XFILE DRAWRR(S) ,
. O MICROFILM REEL(S) !
CGAL SIZE 0O COMFUTER TAPE 0 NUMERICAL O COMPUTER TAPE(S)
X Nw‘!“ a
! OBounp BOOK O FLOPPY DISK O CHRONOLOGICAL . U OTHER(SPECIFY)
O AUDIO TAPE O VIDEO TAPE O GEOGRAPHICAL 10. ANNUAL ACCLMULAT ION
O OTHER(SPECIFY) O OTHER(SPECIFY) T FILE DRAWER(S)
’ : O MICROFILM REEL(S)
RUHEEW O COMPUTER TAPE(S)
O oTHER(SPECIEY)
‘1. piLE 1S USED 12. FILE BECOMES INACTIVE AFTER
X DAILY 0 WEEKLY O MONTHLY 3 O MONTH(S) X YEAR(S)
j RUREEN
' 13. CURRENT LOCATION{S) {BLDG.,FLOOR,ROGM) 14. 1S RECORD SERIES DUPL ICATED ELSEWHERE?
Admin. Building, UMES ti1r vrs, sreciry raency on orrice)

(1" vyes, ci1Te LAW(S)} & rREGuLATION(S)

13. ACCESS RESTRICTIONS OYyEs CNO 16. AUDIT REQUIREMENTS

O NoNE OXSTATE M rEpErRAL O INDEPENDENT - - ..

~

17. IS AN INDEX SYSTEM USED? (I1F vES.EXPLAIN
BRIEFLY AKND DESCRIBE ANY MRD.AREI!Q"'A“)

o Y‘ES & no
DESTRo )/

18. RECOCMMENDED RETENT JON

Retain for 3 years and until all audit.
requirerments have been met. #&EN

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMEER

21. DATE

ﬁ?ﬂz@ﬂw VP Gflun 410 ~G.C1- 6230

210495

DGS 550-4 (REVISED 2/87)




